
ClientPoint™
Data Entry Workflow



Select the Correct Project FIRST!

Once you have logged into ServicePoint, be sure that you are 

working in the correct project.  To do this, use the “Enter Data As” 

function and choose the appropriate provider from the pop up box.



ClientPoint

“The filing cabinet!” 

Search for existing clients, or add clients

DO NOT add a new client unless you have 

done both name and SSN search.



“Client Information Tab”

• Summary

• Client Profile

• Households

• Release of Information (ROI)

• Entry/Exit



Client 
Information

Household ROI Entry/ Exit

Data Entry Made Easy! 

Follow the tabs through the record. 

Service 
Transactions

Need Service



Client

Click the pencil to 

add, edit or update. 
Note:  These data elements 

create the client’s unique ID.  

Altering these data will alter 

the Unique Identifier for 

reporting in the database. 

All data in Client Record 

must be filled out with the 

exception of “Alias”

Anything with an asterisk or 

highlighted in red must be 

filled out.



Household

Create Relationships 

between records before 

entering clients into 

programs or providing 

services!  

For NEW Households with multiple 

members, choose “Add Client and 

Add NEW Household”



• When adding 

Single Adults, a 

Household 

does not need 

to be created.

• Choose “Add 

Client ONLY”



Choose Household Type

Continue entering family members

You will see that household members are being 

added at the bottom

When finished entering all family members, 

Click “Continue”



Designate 1 person 

as Yes, Head of 

Household 

Relationship to Head 

of Household = Self

NOTE:  Only one 

member of the 

household grouping     

should be listed as the 

Head of Household.  

All other member 

relationships should be 

based on who was 

designated the Head of 

Household. 
Joined Household* = Date of Intake or Arrival into the 

program. 



ROI

• Release Granted = 

Yes!

• Start Date = Entry 

to Program

• End Date = 1 year 

from start date

• Documentation = 

Signed Statement 

from Client

• Always SAVE!

Check off all household

members that apply! 



Entry Exit

1-2-3 

Enter a client into a program. 

Often referred to as intake, enrollment, 

participation, etc…

A window will pop up: Follow the page from top to bottom!

Include all household members when appropriate

Answer all required fields*** 

Set Entry Time to 12:00:00 PM always

Type = HUD

1. 3.

2.



Entry Exit

4 - Assessment 
Questions

Answer all questions on the HUD COC & 

ESG Entry Assessment. These fields are 

important for reporting status at Entry. 

4. 
Follow the screen 

from top to 

bottom.

• Answers may 

trigger other fields 

to pop up.

• Answer the 

additional 

questions



There are additional Data Elements with pop up boxes that must be answered completely.  The 
red triangle means something was missed.

• Answers in the pop up 
boxes should coincide 
with information 
related to this section

i.e. If you 
answered “No” to 
income and put 
“0” amount in the 
field, then all 
boxes should be 
marked “No” in 
the additional pop 
up.

Entry Exit

4 - Assessment 
Questions



• You know you 
have answered 
all of the 
questions 
when the Red
triangle turns 
to a Green
checkmark

Entry Exit

4 - Assessment 
Questions



• If the household is in 
their RRH unit at the 
timeof the project 
entry, you must 
complete the 
“Residential Move-in 
Date.”  It should equal 
the project date.

• If the household has 
not moved into their 
unit at the time of 
project entry, you must 
create an Interim 
Update to update the 
“Residential Move-in 
Date.” 

Entry Exit

4 - Assessment 
Questions

Save and Exit if there are no other household 
members.  Save if there are additional 

household member assessments.



Entry Exit

5 - Assessment 
Questions for ALL 

HOUSEHOLD 
MEMEBERS

Click on the Grey box with checkmark for 

EACH Household Member. Complete the 

Entry Assessment.  Repeat for all. The box 

will turn green when completed.

Follow the screen 

from top to bottom 

for each 

household 

member. 

5. 



“Service Transactions Tab”

Use the Dashboard to quickly add 

needs, services or referrals or to view 

the client’s historical records. 



In ServicePoint, Clients must have Needs” 

diagnosed in order for the end user to add services 

to the record.   

Need Service



View Entire Service History



Service 
Transactions 
Tab Layout

Review Historical Transactions! 

Navigate Back to Dashboard 



Add Service Transactions 

Using “ Add Multiple Services”



Add multiple services quickly by  

automatically diagnosing the Need to be the 

same as the service. 



Exit • Go To Entry/Exit Tab

• Click on Pencil to add Exit Date

• Exit=Date they stop receiving 

services (discharge)



• Exit the entire 

Household

• Complete all 

Fields

-Reason for 

Leaving

-Destination

• SAVE & 

Continue



• Make any 

changes to the 

HUD COC & ESG 

Exit

• Based on 

information at the 

time of exit.



• Complete “Housing 

Assessment at Exit 

and subsequent 

questions

• Save & Exit


